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2. Division or Bureau of Requesting Agency
OFFICE OF "PERSONNEL. '

3. Authorization Requested (Check only one of the squares below)s
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Dispose of present Establish retention sche~

accumulatione MNo dule for records for which

additional accumulation there is a continuing accumu~
is anticipated. Records lation, The rccords will cease bc retained for thé pcriod

have .ceased to have .to have value to warrant their of time indicatcd,

value to warrant reten-

retention after the perlod of

Merofilm and destroy .
X originals,
if not microfilmed wotld:

Originals,.

tion. time indicated.

L. Se Description of Records 6, Rccommendation
Item | Yeseribe records accurately. Include title, form numbcr, of Hall of Ree
No. | purpose, size of documonts, inclusive dates, quantity (cubic lcords and Roard

2.

or lincer fect), and show rccommended rctention periode

of Public Works,

AL RECORD OF YEARLY EARNIKGS
his form, & 612 (10" x 107), indicates the weekly, mosithly,
d annmual earnings and all deductions., The form is ruled
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RECOMMENDATION & mc;oﬁkamnyafw audit and destroy
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PERSONHEL RECORD

Ihis form, E-406 (83* x 11"), is a service record,

ard of the individval employee. The form was mmm

1543, basis {nformation relating to an employes pricr %o that
me 'has been posted Lo the Record. The averags mmber .of

mployses 4s 1, 300 although the nmber increases sach yoar.
ollection Departrext 45 quite high. The high turnover in

pargonnel is mecessarily reflscted in the rate of ssccunns

lation of Personmel Record forms. This form is a part of

the paraonml folder.
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Mployes and then microfile; retain mierofils permanently .
J dast.roy original,

or hatory

]
rif

E

o g BT
Com
See Extension Sheet

s

See Extension Shest

Schcdule Authorized as Indicated in
Col. 6 by Hall of Rccords Commission

Disposal Authorized as Indicated in
Cole 6 by Board of Public Works,

/“'//O/Q M%. PEC 14 19W
" Datc ~ olignature Date

~ Signaturc




i
Lol L]

* " Form HR-RM la T f/ . SCHEDULE NO.
.t (6~1.-53) ( JQUEST FOR RECORD RETENTION SCHL ..g 18
Hall of Records (Continuation Sheet)
Comniesion \ Page No. 2

L.,
‘ Ttem

No.

5. Description of Records
Describe records accurately. Include title, form number,
purpose, 5Size of documents, inclusive dates, quantity (cubic
or lincar feet), and show recommended retention period.

6., Recommendation
of Hall of Re-
cords and Board
of Public Works.

to the Provisions of Subvessive Activities Act of 1949,
form A~920 (84 x 11*), This form must bo retained
permanently. It 1s retained in the employesfs Persomnel
Folder, Loyalty Oaths are flled im the Persomel Folider,
they occupy an estimated 1% cuble feet, ]
RECOMEIDATIONs Microfilm with the Personnel Record five
yoars after the employee separates from the Commission's
enployment, The orginial of the Loyalty Oath and the
mierofilm to be retainsd permanently.

See Extension Sheet
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Commission ,
1. Regucgtir;g Agency 12. Division or Bureau of Requesting Agency .
' @ WASHINGTON SUBURBAN SARTVARY COM, " QFFICE OF PERSONWEL
. 3 L. Description of Records
Item ‘ . .
No.
1, 2§ 3 ° | The recommendation that thess three items ~ Record of Jearly Earnings,

,Personnel Record and Loyalty Oath « be microfilmed 45 based on a recent

survey of the files regarding their use, space requirements, statutory
requirements and opsrating needs, The fact that microfilming had already
been accomplished for the for the Record of Yearly Earnings cards for tho
period 1949 through 1952 was not a determining factor in meking this recom=

mendation, but rather consideration was given to such procedure based on
the actual need. :
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